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MEMORANDUM FOR NJ WING COMMANDERS AND STAFF 
 
FROM: CC 
 
SUBJECT: NJ Wing Procedure for administering AFIADL Courses 
 
1. All requests for enrollment in AFIADL and USAF PME courses will be made through and 

approved by the NJ Wing ETPDL. 
 
2. In order to facilitate course enrollment, unit commanders or their designees can send an e-

mail to etpdl@njwg.cap.gov requesting AFIADL or Squadron Officer School course 
enrollment for members of their units.  The e-mail will contain the following information: 
 

• Member's name 
• Member's rank 
• Member's address including 9 digit ZIP code (ZIP+4) 
• Member's social security number 
• Member’s e-mail address 
• Course number and title 

 
For Air Command and Staff College, send the completed MAFB 117 by mail or by fax (609) 
723-8470 to NJ Wing Distance Learning Officer for approval. 

 
3. To request a course exam, use AFIADL Help Desk, http://afiadl.custhelp.com.  See 

attachment for exact procedure. 
 
4. All course exams for SOS, ACSC, and AWC will be administered at NJ Wing HQ under the 

supervision of NJ Wing TCO or TCOA.  Student will be notified when the test is received.  It 
is the student’s responsibility to schedule a test date with the NJ Wing TCO or TCOA. 

 
5. The security procedures contained in CAPR 50-4 will be strictly adhered to. As designated in 

CAPR 50-4, each CAP unit commander will ensure positive control of testing materials to 
preclude compromise. They will appoint by letter a TCO and alternate TCOs for test security 
and administration. A sample appointment letter is attached.  These letters will be kept on file 
at the unit and a copy will be sent to NJ Wing ETPDL. 

 
6. To maintain the integrity of AFIADL tests, all tests will be supervised.  NO AFIADL test 

will be opened except in the presence of the person taking the test at the time the test is 
administered.  A test chain of control sheet will be attached to the envelope containing the 
test.  An entry will be made on the chain of control sheet every time the test booklet is 
handled. 

 
 










